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1     Purpose  of  the  Guide 


This  guide  is  designed  to  provide  all  waste  management  planning  studies,  which  are  receiving 
Ministry  funding,  with  clear  and  concise  guidance  on  waste  management  planning, 
administration  and  funding.   It  specifies  the  steps  required  to  obtain  Ministry  of  Environment 
and  Energy  ("The  Ministry")  funding,  identifies  the  specific  planning  activities  eligible  for 
funding,  and  explains  how  to  receive  reimbursement  of  eligible  waste  management  planning 
expenses. 

This  guide  is  the  second  volume  of  a  three  volume  set.   While  each  guide  has  an  independent 
function,  the  guides  are  designed  to  complement  each  other.   The  two  other  volumes  are: 

•  Waste  Management  Planning  Volume  1:   Sectoral  Environmental  Assessment  Proposal 
For  Waste  Management  Planning 

•  Waste  Management  Planning  Volume  3:   User's  Reference  Guide  to  Statutes, 
Regulations,  Policies,  Guidelines  and  Procedures 


2    Funding 


The  Ministry  of  the  Environment  and  Energy  provides  funding  for  groups  of  municipalities  or 
for  a  northern  community  surrounded  by  unorganized  areas  involved  in  long-term  waste 
management  planning.   To  be  eligible  for  funding,  studies  must  have: 

•  a  minister's  letter  of  commitment,'  and 

•  An  approved  terms  of  reference  which  will  either  be  a  terms  of  reference 
developed  under  the  Waste  Management  Master  Planning  Program  or  the 
Sectoral  Environmental  Assessment  Proposal  (EAP). 

2.1  Annual  Funding  Requests 

For  studies  that  are  eligible  under  the  program,  funding  is  committed  each  fiscal  year^  based 
on  an  annual  study  funding  request.   The  request  for  each  study  must  include  a(n): 

•  description  of  the  study  status; 

•  work  plan  for  the  fiscal  year  to  be  funded  (section  2.4); 

•  budget  request  for  the  fiscal  year  to  be  funded  (section  2.5);  and 

•  overall  updated  study  work  plan  and  budget  projections  to  study  completion 
(section  2.4). 

The  annual  study  funding  request  must  be  signed  by  the  chair  of  the  steering  committee/board 
of  management  and  sent  to  the  MOEE  advisor  before  February  15th  each  year. 

2.2  Annual  Ministry  Commitments 

The  Ministry  makes  budget  commitments  to  studies  in  June  of  each  year.   The  amount  of 
funding  committed  to  each  study  is  based  on  the  requests  received  for  all  studies  and  the 
Ministry's  budget.^ 


If  your  study  does  not  have  a  letter  of  commitment  from  the  Ministry,  consult  your  MOEE  advisor. 

^     The  Ministry's  fiscal  year  is  from  April  1st  to  March  31st. 

'     Because  of  changes  to  the  program,  submissions  for  fiscal  year  1994/95  must  be  submitted  by  October 
1,  1994.  For  all  subsequent  years,  submissions  are  due  by  February  15th.   Commiuement  for  fiscal  year 
(1994/95)  will  be  made  by  October/  November,  1994. 


The  Ministry's  annual  commitment  is  the  maximum  funding  available  to  studies  each  year. 
Because  of  budget  limitations,  any  study  expenditures  that  exceed  the  annual  commitment 
will  not  be  reimbured. 

2.3  Upset  Limit 

The  \Iinistry  sets  an  upset  limit  for  each  waste  planning  study  based  on  the  submission  and 
review  of  the  overall  work  plan  and  budget  developed  for  the  study.   The  upset  limit  is  the 
maximum  funding  available  from  the  Ministry  to  complete  the  study  and  is  set  to  allow  both 
studies  and  the  Ministry  to  do  forward  budgeting  (budget  projections). 

Most  studies  have  an  upset  limit.   These  limits  will  be  reviewed  based  on  the  overall  work 
plan  and  budget  to  be  submitted  by  October  1,  1994.    Studies  without  upset  limits  will 
receive  an  established  upset  limit  based  on  their  October  overall  study  work  plan  and  budget. 
Final  upset  limits  for  each  study  will  be  established  by  October/November  1994.    Studies  will 
be  infoimed  of  their  respective  limits  at  the  same  time  as  the  1994/95  annual  commitment. 
Once  established,  an  upset  limit  cannot  be  changed. 

Upset  limits  are  set  individually  for  each  study  and  reflect  the  special  circumstances  of  each 
study.   In  no  case  however,  will  these  limits  exceed  5800,000  (Ministry  share). 

2.4  Study  Work  Plans 

The  annual  funding  request  (see  Section  2.1)  should  include  a  fiscal  work  plan''  and  updated 
overall  work  plan'.    Both  of  these  work  plans  must  provide  a  clear  description  of  the  work  to 
be  conducted  and  must  be  broken  down  by  task  and  activity  and  show  key  milestones.   The 
responsibilit>'*  for  each  task  and  activit\'  must  also  be  shown.   Table  2.1  lists  the  minimum 
activities  and  tasks  that  must  be  included  in  a  work  plan. 

The  work  plans  must  also  identify:    any  deferrals  and  changes  in  the  responsibility  for  any 
activity  or  task,  changes  in  membership  of  the  steering  committee/board  of  management 
and/or  PLC,  changes  in  key  personnel  or  changes  to  the  administration  expense  agreements  as 
well  as  the  rationale  for  all  changes. 
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"Fiscal  Work  Plan  "  -         includes  activities  and  tasks,  and  expected  expenditures  for  the  fiscal  year. 

"Overall  Workplan  and  Budget"  -  includes  activities,  tasks  and  expected  expenditures  to  the  end  of  the 

planning  study. 

"Responsibility"  -  the  work  plan  should  highlight  if  the  activity  is  to  be  done  by  the  consultant 

or  the  project  manager. 


Table  2.1       Sectoral  EAP  Technical  Planning  and  Consultation  Activities  By 
Task 


Task 

Waste  Management  Planning  Activities 

1 

Define  the  Study  Area 

Describe  ExisDng  Waste  Management  System 

Project  Future  Waste  QuanDoes  and  Composition 

Newslener  #1 

Open  House  #1 

Task  1  Draft  Report 

Task  1  Report  Review/Final 

2 

Identfy  &  Evaluate  Alternative  Waste  Management  Systems 

Newsletter  #2 

Workshop  #1 

Identity  Preferred  System 

Develop  Waste  Diversion  Strategy 

Open  House  #2 

Task  2  Draft  Report 

Task  2  Report  Review/Final 

3 

idenofy  3Rs  Approva](s)* 

Newsletter  #3 

Develop  &  Implement  3Rs  Siting  Mettiodology  (if  required) 

Open  House  #3 

Task  3  Draft  Report 

Task  3  Report  Review^inal 

4 

Prepare  a  Landfill  Suing  Work  Plan 

Newsletter  #4 

Open  House  #4 

Task  4  Draft  Report 

Task  4  Report  Review/Final 

5 

Identify  Screening  and  Boundary  Cntena                      •  Task  5  Report  Review/Final 
Newslener  #5                                                             •  Draft  EA  Document 
Workshop  #2                                                              •  EA  Document  Review/Final 
Identify  Candidate  Areas 
Newsletter  #6 
Workshop  #3 

Revisit  Disposal  Requirements 
Idenbfy  Alternative  Sites  ("long  lisf) 
Nobfication  Lener  #1/Media  Release 
Newslener  #7 
Open  House  #5 
Identity  "short  lisr  of  Sites 
NosficaDon  Lener  #2/Medla  Release 
Newsletter  #8 
Open  House  #6 
Identify  Preferred  Site 
Notification  Lener  #3'Media  Release 
Develop  Site  AccesstJesign 
Site  Tour 
Wort<shop  #4 
Newslener  #9 
Open  House  #7 

Assessment  of  the  Preferred  Site 
Newslener  #10 
•  Task  5  Draft  Report 

Implemenuiion  of  3Rs  components  beyond  the  identification  and  description  of  3Rs  components  are  not  eligible  for  funding  (i.e. 
implementation  of  public  education  program,  provision  of  backyard  composters,  etc) 


**     a  comprehensive  list  of  activities  can  be  found  in  the  EAP. 


Appendix  A  provides  a  sample  summary  form  for  a  study  work  plan  for  reference. 

2.5  Study  Budgets 

The  annual  funding  request  includes  an  "updated  fiscal  budget^"  and  an  "updated  overall 
budget^".   These  budgets  should  be  submitted  based  on  fiscal  years.   Expenditures  should  be 
projected  on  a  quarterly  basis  and  must  include  all  eligible  expenditures  that  are  necessary  to 
complete  the  work  plans.   Any  changes  in  costs  projected  in  the  work  plans  must  be  itemized 
and  reasons  provided  (See  Table  4.1  for  quarterly  allocations  and  deadlines). 

The  updated  budgets  should  include  all  costs  related  to  the  planning  study  that  are  identified 
in  the  study  work  plans.   The  budgets  should  also  include: 

start-up  expenses, 

administration  expenses, 

study  co-ordinator/project  manager  salary  and  benefits, 

legal  expenses  and 

administration  and  related  costs  of  the  public  liaison  committee. 

Section  3  provides  a  more  detailed  listing  of  eligible  expenses.   Appendix  A  provides  an 
example  on  how  to  develop  and  submit  the  overall  budget. 

2.6  Non  EAP  Studies 

There  are  a  number  of  studies  which  will  continue  to  use  the  Waste  Management  Master  Plan 
(WMMP)  terms  of  reference.   For  these  studies,  the  study  work  plan  and  budget  technical 
planning  and  consultation  activities  may  differ  from  those  listed  in  the  study  work  plan  and 
budget  samples  in  Appendix  A. 

It  is  recommended  that  these  studies  revise  the  technical  planning  and  consultation  activities 
according  to  their  terms  of  reference  and  use  Appendix  A  as  a  guide  on  work  plan  and  budget 
format  and  level  of  detail.   To  develop  the  study  work  plan  and  budget,  consult  your 
appointed  MOEE  advisor. 


'  "Updated  Fiscal  Budget"  -  submitted  as  part  of  the  fiscal  year  workplan  and  budget  (See 

Appendix  A). 

*  "Updated  Overall  Budget"  -  submitted  as  part  of  overall  workplan  and  budget  (See 

Appendix  A) 


3       Activities  Eligible  for  Ministry 
Funding 

The  waste  planning  program  provides  funding  for  eligible  expenses.   This  section  lists  and 
describes  these  expenses.   The  underlined  expenses  are  the  titles  reflected  in  the  study  work 
plan  and  budget  examples  in  Appendix  A. 

3.1  Start-up  Expenses 

The  Ministry  will  cover  start-up  expenses  up  to  $2,500  (Ministry  share).   Eligible  expenses 
include  the: 

•  cost  of  advertising  the  study  co-ordinator/project  manager  position;  and 

•  cost  of  travel  at  Ministry  rates  (least  expensive  alternative)  for  candidates  to  be 
interviewed. 

3.2  Fixed  Annual  Expenses 

Study  Co-ordinator 

The  steering  committee/board  of  management  is  required  to  administer  and  co-ordinate  the 
development  of  the  waste  management  planning  exercise.   For  this  reason,  the  Ministry 
supports  the  hiring  of  a  full-time  person  dedicated  to  the  study  as  an  eligible  expense. 

For  more  information  about  the  study  co-ordinator  position,  see  the  Glossary  and/or  consult 
the  MOEE  advisor.   Funding  is  available  to  cover  the  cost  of  this  position  for  the  duration  of 
the  study  and  to  carry  out  waste  management  planning  activities  according  to  either  the  waste 
management  planning  terms  of  reference  on  the  Sectoral  EAP. 

The  activities  eligible  for  funding  include: 

•  study  co-ordinator  salary  (including  benefits),  up  to  a  maximum  of  $20,000  per  year 
(Ministry  share); 

•  associated  travel  expenses,  including  mileage  to  attend  waste  management  planning 
steering  committee/board  of  management  and  PLC  and  Bastille  Group  meetings,  meetings 
with  Ministry  staff  and/or  consultant(s)  (ie.  hotel,  meal  allowance  and  travel). 
Conferences  and  other  special  events  are  not  eligible  for  funding. 


Project  Manager 

A  project  manager  can  be  hired  instead  of  a  study  co-ordinator.   Ministry  funding  is  available 
for  this  position  as  long  as  the  job  duties  include  a  portion  of  the  technical  planning  work. 
For  more  information,  see  the  Glossary  or  consult  the  MOEE  advisor. 

The  activités  eligible  for  funding  include: 

•  the  project  manager's  salary  (including  benefits),  up  to  a  maximum  of  $30,000  per  year 
(Ministry  share); 

•  associated  travel  expenses,  including  mileage  to  attend  waste  management  planning 
steering  committee/board  of  management,  PLC  and  Bastille  Group  meetings,  meetings 
with  Ministry  staff  and/or  the  consultant(s)  (ie.  hotel,  meal  allowance  and  travel). 
Conferences  and  other  special  events  are  not  eligible  for  funding. 

Administration 

Study  administration  costs,  up  to  a  maximum  of  $12,500  per  year  (Ministry  share),  are 
eligible  for  funding.   The  administration  activities  include: 

•  office  rent,  if  such  space  cannot  be  provided  by  any  of  the  participating  municipalities  (an 
agreement  stating  office  space  rent  total  per  month  and  terms  of  the  agreement  must  be 
submitted); 

•  office  supplies,  such  as  paper  for  meeting  agendas  and  reports  for  regular  steering 
committee/board  of  management  agreements; 

•  equipment  rental,  such  as  computers  and/or  printers  if  the  equipment  cannot  be  provided 
by  the  participating  municipalities,  and  the  rental  of  facsimile  and/or  photocopying 
machines,  if  there  is  no  space  in  a  municipal  building  or  related  building,  where  access  to 
these  machines  would  be  available; 

•  telephone  charges;  and 

•  postage/courier/facsimile  costs. 

Expenses  for  photocopying  and  maiUng  task  reports  should  not  be  included  in  the 
administration  budget.   These  expenses  are  to  be  included  under  the  item  called  report 
review/final  (see  Section  3.5).   Also,  all  PLC  related  expenses,  including  paper  and  printing 
of  agendas  and  minutes  etc.,  are  included  separately  as  expense  activités  in  the  PLC  section 
(see  Section  3.6). 


3.3  Legal  Services 

Legal  counsel  expenses,  up  to  a  maximum  of  $10,000  (Ministry  share),  are  eligible  for 
funding.   This  may  include  the  preparation  of  all  or  any  of  the  following: 

•  a  board  of  management  agreement  to  carry  out  waste  management  planning  (for  a 
description  of  the  board  of  management,  see  the  Glossary); 

•  a  site  access  agreement  for  field  investigations  between  the  steering  committee/board  of 
management  and  the  propeny  owner(s)  of  land  to  be  tested,  to  ensure  compensation  if  any 
damage  to  the  property  occurs;  and 

•  a  compensation  policy  or  review  of  a  compensation  policy  developed  by  the  steering 
committee/board  of  management  (a  compensation  poUcy  could  include  a  description  of 
compensation  for  on-site/off-site  residents  that  may  be  affected  by  an  undertaking). 

The  Ministry  will  cover  legal  service  costs  if  the  following  conditions  are  met: 

•  any  documents  prepared  by  legal  counsel  become  the  joint  propeny  of  the  Ministry  and 
the  steering  committee/board  of  management; 

•  the  steering  committee/board  of  management  is  expected  to  instruct  legal  counsel  to 
review  and  revise  a  Ministry  sample  agreement  to  reflect  the  needs  of  the  waste 
management  planning  study; 

•  the  legal  agreement  for  the  activity  above  is  completed;  and 

•  all  legal  consultation  activities  must  be  pre-approved  by  the  steering  committee/board  of 
management  and  the  MOEE  advisor  on  the  basis  of  a  contract  and  cost  estimate. 

3.4  Technical  Planning  Activities 

Technical  planning  activities  are  carried  out  by  a  consultant(s).   If  a  given  task  is  to  be 
carried  out  by  the  project  manager,  no  technical  planning  expenses  are  eligible  for  funding. 

The  technical  planning  activités  eligible  for  funding  include  the  technical  planning  activities 
described  in  the  Sectoral  EAP  and  associated  expenses.   All  technical  planning  related 
expenses  are  listed  in  Table  3.1.   The  associated  Sectoral  EAP  expenses  are  described  below: 

the  preparation  of  a  draft  report  for  each  waste  management  planning  task  (the  printing 
and  mailing  of  the  draft  report  and  development  of  the  final  report  are  eligible  expenses 
under  the  consultation  item  "report  review/final",  described  in  Section  3.5); 


•  the  development  of  a  draft  EA  document  (the  printing  and  mailing  of  the  draft  EA 
document  and  development  of  the  final  document  are  eligible  expenses  under  the 
consultation  item  "report  review/final",  described  in  Section  3.5);  and 

•  consultant  attendance  at  appropriate  steering  committee  and  PLC  meetings  (consultant 
attendance  at  public  events  are  to  be  included  as  part  of  the  public  consultation  expense 
activities  in  Section  3.5). 

The  Ministry  has  not  designated  a  funding  ceiling  for  technical  planning  activities  nor  can  the 
Ministry  provide  average  technical  planning  task  cost  totals  since  each  study  is  unique.   For 
example,  the  cost  of  the  technical  planning  activities  for  a  community  with  a  population  of 
5,000  will  be  smaller  than  a  county  study  with  a  population  greater  than  60,000. 
Additionally,  the  availability  of  extensive  desktop  data  on  local  information  can  substantially 
reduce  costs  of  a  study  versus  a  study  area  that  needs  to  acquire  this  type  of  technical 
information  over  the  course  of  the  planning  period.   Also,  technical  planning  costs  are 
dependent  on  the  amount  of  work  done  in-house. 

For  those  studies  that  have  not  yet  hired  a  consultant,  the  Ministry  requires  an  open  and  fair 
selection  process.   For  more  information,  the  Ministry  has  developed  a  brochure  called  "How 
to  Select  a  Consultant",  which  can  be  obtained  from  the  MOEE  advisor. 


Table  3.1  Technical  Planning  Activités  Eligible  for  Funding* 


Technical  Planning  Activities 


Define  Study  Area 

Describe  Existing  Waste  Management  System  (Describe  Existing 

System) 

Project  Future  Waste  Quantities  and  Composition  (Project  Waste  Q/C) 

Draft  Report 

Attendance 


Identify  &  Evaluate  Waste  Management  Systems  (Identify/Evaluate 

Systems) 

Identify  Preferred  System 

Develop  Waste  Diversion  Strategy 

Draft  Report 

Attendance 


Identify  3Rs  Approval(s) 

Develop  and  Implement  3Rs  Siting  Methodology,  if  required 

Draft  Report 

Attendance 


Prepare  a  Landfill  Siting  Work  Plan  (Work  Plan  Preparation) 

Draft  Report 

Attendance 


Identify  Screening  and  Boundary  Criteria  (Identify  Screening/Boundary) 

Identify  Candidate  Areas 

Revisit  Disposal  Requirements 

Identify  Alternative  Sites  ("long  list") 

Identify  "Short  List"  of  Sites 

Identify  Preferred  Site 

Develop  Site  Access/Design 

Assessment  of  Preferred  Site 

Draft  Report 

Draft  EA  Document 

Attendance 


'  The  underlined  activités  in  this  table  are  the  titles  reflected  in  the  sample  study  work  plan  and  budget  in  Appendix  A. 
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3.5  Consultation  Activities 

The  consultation  activities  eligible  for  funding  include:   newsletters,  public  workshops,  open 
houses,  a  report  review/final  for  each  task  and  notification  letters,  media  releases  and  one  site 
tour  for  Task  5,  as  described  in  the  Sectoral  EAP.   These  consultation  activities  are  listed  for 
study  budget  purposes.   For  more  information  about  each  activitiy,  refer  to  the  Sectoral  EAP. 


Table  3.2 


Consultation  Activities  Eligible  for  Funding 


Task 

Consultation  Activités 

1 

Newsletter  #1 
Open  House  #1 
Report  review/final 
Attendance 

2 

Newsletter  #2 
Workshop  #1 
Open  House  #2 
Report  Review/Final 
Attendance 

3 

Newsletter  #3 
Open  House  #3 
Report  Review/Final 
Attendance 

4 

Newsletter  #4 
Open  House  #4 
Report  Review/Final 
Attendance 

5 

Newsletter  #5,  #6,  #7.  #8.  #9.  #10 

Workshop  #2,  #3,  #4 

Open  house  #5,  #6,  #7 

Notification  Letter  #1 ,  #2,  #3  &  corresponding 

media  releases 

Site  Tour 

Report  Review/Final 

EA  Document  Review 

The  number  of  public  consultation  activities  are  limited  to  the  minimum  expectations 
described  in  the  Sectoral  EAP.   For  example,  the  number  of  open  houses  for  Task  5  is  limited 
to  three.   However,  a  given  consultation  activity  may  be  located  in  more  than  one  place 
because  of  a  large  geographic  area  or  high  population.   Open  house  5  for  example,  may  be 
implemented  in  three  locations.   All  three  locations  are  eligible  for  funding. 
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Consultation  activités  eligible  for  funding  include: 

•  Printing  and  mailing  each  newsletter,  and  the  cost  of  developing  a  newsletter  if  carried  out 
by  the  consultant. 

•  Facility  rental(s)  (total  cost  may  include  the  rental  of  more  than  one  facility  location, 
depending  on  the  needs,  size  and  population  of  the  study  area),  display(s),  the  rent  of 
audio/visual  equipment,  refreshments  and/or  lunch  for  participants  for  each  workshop,  and 
the  cost  of  developing  the  workshop  proceedings  if  carried  out  by  the  consultant. 

•  Facility  rental(s)  (same  as  per  public  workshop),  display(s),  the  rent  for  audio/visual 
equipment,  and  refreshments  for  each  open  house,  and  the  cost  of  developing  a  workshop 
if  carried  out  by  the  consultant. 

•  The  materials,  printing  and  mailing  of  notification  letters  1,  2,  3  and  media  releases,  and 
expenses  to  have  a  Task  5  site  tour  as  described  in  the  Sectoral  EAP  (the  notification 
letters  and  media  releases  are  to  be  included  as  one  expense  activity  in  the  study  budget 
but  listed  separately  and  chronologically  in  the  work  plan). 

•  The  report  review/final  expenses  include  the  review  of  each  draft  task  report  and  the 
development  of  a  final  report.   The  report  review  expenses  include: 

photocopying  and  mailing  of  draft  task  report; 

receiving  and  consolidating  comments  received  on  the  draft  report; 

preparing  responses  to  comments  received; 

developing  a  final  report;  and 

photocopying  and  mailing  the  final  report. 

•  The  above  also  applies  to  the  review  of  a  draft  EA  document  called  EA  document 

review/final. 

•  Associated  consultant  fees  to  attend  a  public  workshop(s)  and/or  open  house(s).   The 
attendance  expenses  are  to  be  included  as  a  separate  public  consultation  activity. 

3.6  Public  Liaison  Committee 

Many  waste  management  planning  studies  have  a  public  liaison  committee  (PLC).   The  PLC 
activités  that  are  eligible  for  funding  include: 
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•  advertising,  (i.e.  to  recruit  PLC  members  on  an  on-going  basis),  up  to  a  maximum  of 
$2,500  per  year  (Ministry  share); 

•  mileage  accrued  by  PLC  members  to  attend  meetings  and  public  events,  and  the  mileage 
accrued  by  the  two  appointed  PLC  members  to  attend  steering  committee  meetings. 
Mileage  should  be  calculated  at  the  Ministry  rate;  and 

•  PLC  meeting  materials  such  as  paper  for  minutes,  agendas,  information  and  letters,  up  to 
a  maximum  of  $500  per  year  (Ministry  share). 

Expenses  related  to  consultation  activities  such  as  displays  are  an  expense  to  be  included  as 
part  of  an  appropriate  consultation  activity  (ie.  open  house  or  public  workshop).    See  Section 
3.5  for  more  information. 

3.7  Ineligible  Expenses 

The  following  activités  are  not  eligible  for  Ministry  funding: 

•  equipment  purchases  or  leasing  arrangements  for  equipment  such  as  computers,  fax 
machines,  office  furniture,  etc; 

•  hospitality  (including  refreshments)  at  steering  committee  and  PLC  meetings; 

•  travel  and  expenses  incurred  by  steering  committee  members,  excluding  the  two  PLC 
appointed  members  and  the  study  co-ordinator/project  manager; 

•  general  advice  on  project  management  services  and/or  general  review  of  planning 
documents  by  legal  counsel; 

•  time  spent  evaluating  and  assessing  on  existing  disposal,  transfer  or  processing  site(s)  in 
terms  of  site  integrity,  life  or  capacity  beyond  the  compilation  of  information  provided  in 
Certificates  of  Approval; 

•  time  spent  implementing  any  of  the  activities  that  are  a  product  of  the  waste  management 
plan,  including  3R  activities  such  as  a  3Rs  public  education  program,  provision  of 
backyard  composters,  or  a  Part  V  application  for  a  material  recovery  facility; 

•  time  spent  on  interim  waste  management  measurements  during  the  waste  management 
planning  exercise  ie.  developing  applications  for  emergency  Certificates  of  Approval  or 
exemptions  for  Interim  expansions  of  landfills  under  the  Environmental  Assessment  Act 
including  Part  V  EPA  approvals; 

•  time  spent  evaluating  incineration  or  export  as  a  waste  management  alternative; 
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time  spent  by  municipal  staff  (other  than  a  municipal  employee  contracted  to  the  full-time 
position  of  waste  management  planning  study  co-ordinator/project  manager);  and 

participant  funding  (see  the  Sectoral  EAP  for  more  information). 
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4       Reimbursement  by  the  Ministry 

Funding  Reimbursements  will  be  based  on  a  quarterly  submission  that  should  include  a 
covering  letter  and  a  request  for  payment  form. 

4.1  Request  for  Payment 

The  request  for  payment  (RFP)  standard  form  is  provided  in  Appendix  B.   This  form  includes 
a  cover  sheet  that  identifies  the  totals  cost  for  each  planning  activity  and  lists  the  expenses 
under  each  activity.   The  form  should  be  completed  and  signed  by  the  chair  of  the  steering 
committee/board  of  management.   Receipts/invoices  should  be  attached  to  the  detailed 
hstings.   Municipalities  receive  a  GST  rebate  and  should  show  the  calculation  on  the  detailed 
listings. 

4.2  Holdback 

Ten  per  cent  of  the  payment  for  each  task  will  be  held  by  the  Ministry  until  the  task  report  is 
submitted.   For  example,  the  holdback  in  Task  1  will  be  released  when  a  final  Task  1  report 
has  been  completed  and  submitted  to  the  Ministry.   Once  a  Task  is  complete,  a  request  to 
release  the  holdback  should  accompany  the  quarterly  submission. 

4.3  Administration 

Quarterly  submissions  for  reimbursement  should  be  sent  to  the  Waste  Reduction  Branch  (see 
Appendix  B)  to  the  attention  of  the  waste  management  planning  financial  advisor.   Once  the 
quarterly  submission  has  been  processed  by  the  Ministry,  a  cheque  will  be  sent  to  the  lead 
municipality.   The  quarterly  submission  is  expected  to  be  processed  within  six  to  eight  weeks. 


4.4  Deadline 

Invoices  of  waste  management  planning  expenses  are  to  be  submitted  each  quarter.   All  waste 
management  planning  expenses  incurred  and  paid  by  the  proponent  in  a  given  quarter  must  be 
submitted  by  the  corresponding  quarterlv  deadline,  as  outlined  in  Table  4.1.   If  the  deadlines 
are  not  met,  the  Ministry  will  not  cover  the  cost  of  those  activities. 
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Table  4.1    Quarterly  Submission  Deadlines 


Quarter 

Deadline 

April,  May  and  June 

August  31st 

July,  August  and  September 

November  30th 

October,  November  and  December 

February  28th 

January,  February  and  March 

May  31st 
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Glossary 

Board  of  Management 


Project  Manager 


Public  Liaison  Committee 


Steering  Committee 


A  legally  established  group  of  municipal  council 
members  (a  joint  board  of  management)  acting  on  behalf 
of  the  participating  municipalities  and/or  unorganized 
areas,  when  there  is  no  municipal  upper  tier.   The  board 
is  bound  by  an  agreement  that  is  entered  into  by  the 
participating  municipalities  in  the  study  area  for 
developing  and/or  implementing  the  plan. 

To  develop  the  plan,  the  board  manages,  administers  and 
ensures  the  integrity  and  completion  of  the  waste 
management  plan.  Representatives  from  the 
Environmental  Assessment  Branch  and  the 
regional/district  office,  municipal  planning/engineering 
staff,  study  co-ordinator/project  manager  and  the  study 
consultant  may  also  be  non-voting  members  of  the  board. 
Other  agencies  may  be  invited  as  members  or  advisors  to 
the  board  depending  on  local  needs. 

Person  employed  on  a  full-time  basis  to  function  as  a 
study  co-ordinator  and  carry  out  portions  of  the  technical 
work  for  the  plan. 

Representatives  from  the  waste  management  planning 
study  area.   The  committee  works  in  co-operation  with 
the  steering  committee/board  of  management  to 
encourage  public  participation  when  developing  a  waste 
management  plan. 

Designated  county/regional  council  members,  elected 
officials  representing  the  participating  municipalities 
and/or  unorganized  areas  and  designated  members  of  the 
PLC.   The  committee  manages,  administers  and  ensures 
the  integrity  and  completion  of  the  waste  management 
plan,  and  provides  recommendations  to  council  for 
approval. 

Representatives  from  the  Environmental  Assessment 
Branch  and  the  regional/district  office,  municipal 
planning/engineering  staff,  study  co-ordinator/project 
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study  Budget 


Study  Co-ordinator 


Study  Participants 


Study  Work  Plan 


Upset  Limit 


manager  and  the  study  consultant  may  also  be  non-voting 
members  of  the  committee.   Other  agencies  may  be 
invited  as  members  or  advisors  to  the  committee 
depending  on  local  needs. 

Lists  all  waste  management  planning  expenses  eligible  for 
Ministry  funding,  illustrated  on  a  quarterly  sub-total 
basis,  for  each  fiscal  year,  until  the  plan  is  completed. 

Person  employed  on  a  full-time  basis  to  co-ordinate  the 
waste  management  planning  exercise.   This  individual 
liaises  between  study  participants,  receives  public 
communications,  assists  the  PLC  in  community  activities, 
co-ordinates  financial  and  administrative  needs,  and 
provides  a  secretarial  function  for  meetings. 

People  involved  in  the  waste  management  planning 
exercise,  including,  but  not  limited  to,  the  steering 
committee  members,  the  public  liaison  committee 
members,  the  technical  committee  members,  municipal 
staff,  the  public,  the  study  co-ordinator/project  manager, 
the  consultant(s),  advisors  from  the  Ministry  of 
Environment  and  Energy,  and  other  government 
ministries  and  agencies. 

A  month  by  month  schedule  showing  the  timing  and 
length  of  time  of  all  key  waste  management  planning 
activities  for  each  fiscal  year,  until  the  plan  is  completed. 

Total  grant  amount  set  by  the  Ministry  for  a  given  waste 
management  planning  study  to  help  complete  the  plan. 
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Appendix  A: 
Study  Work  Plan  and  Budget  Samples 


A-l 


WMP  STUDY 


STUDY  WORKPLAN 


page  1  of  2 


FISCAL  YEAR 


CATEGORIES 

START  UP  ^ç.y|^|^|g"^"""^""™™""" 
Legal  Expense 

Board  of  Management  Agreement 
TASK1 

Technical  Planning  Activities 
Define  study  area 
Describe  Existing  System 
Project  Waste  Q/C 
Draft  Report 
Attendance 
Consultation  Activities 
Newsletter  #1 
Open  House  #1 
Report  review/final 
Attendance 

Quarterl              Quarter  2               Quarters               Quarter  4 

APR.  MAY  JUNE  JULY  AUG.  SEPT.OCT.  NOV.  DEC.  JAN.  FEB.  MAR. 

1           1           II           11                     1           1           1           1 

1           1           1           1           1           1           1           1           1           1           1 

1 

TASK  2 

Technical  Planning  Activities 
Identify/Evaluate  Systems 
Identify  Preferred  System 
Develop  Waste  Diversion  Strategy 
Draft  Report 
Attendance 
Consultation  Activities 
Newsletter  #2 
Workshop  #1 
Open  House  #2 
Report  review/final 
Attendance 

1 

^^^ 

^^^ 

^^^ 

^^ 

^^ 

^^^ 

^^ 

^^^ 

^^^ 

FISCAL  YEAR 

CATEGORIES 

TASK  3 

Technical  Planning  Activities 
Identify  3Rs  Aprroval(s) 
Develop/Implement  3Rs  Siting 
Draft  Report 
Attendance 
Consultation  Activities 
Newsletter  #3 
Open  House  #3 
Report  review/final 
Attendance 

Quarterl              Quarter  2               Quarters               Quarter  4 
APR.MAY  JUNE  JULY  AUG,  SEPT.OCT.  NOV,  DEC.  JAN.  FEB.  MAR. 

. 

TASK  4 

Technical  Planning  Activities 
Workplan  Preparation 
Draft  Report 
Attendance 
Consultation  Activities 
Newsletter  #4 
Open  House  #4 
Report  review/final 
Attendance 

WMP  STUDY 


STUDY  WORKPLAN 


page  2  of  2 


FISCAL  YEAR 


CATEGORIES 

TASK  5  (PARTI) 
Technical  Planning  Activities 
Identify  Screening/Boundary 
Identify  Candidate  Areas 
Revisit  Disposal  Requirements 
Identify  Alternative  Sites 
Identify  "Shortlist"  of  Sites 
Attendance 
Legal  Expense 
Site  Access  Agreement 
Compensation  Policy 
Consultation  Activities 

Newsletter  #5 

Workshop  #2 

Newsletter  #6 

Workshop  #3 

Notification  #1 /Media  Release 

Newsletter  #7 

Open  house  #5 

Notification  #2/Media  Release 

Newsletter  #8 

Open  house  #6 

Attendance 

Quarter  1               Quarter  2                Quarter  3               Quarter  4 
APR.MAV  JUNE  JULY  AUG.  SEPT.OCT.  NOV.  DEC.  JAN.  FEB.  MAR. 

1 

1 

1 

^^^ 

^^^ 

FISCAL  YEAR 


1  CATEGORIES 

:M                                 -mmmimmmsmmi 
TASK  5  (PART  2) 
Technical  Planning  Activities 
Identify  Preferred  Site 
Develop  Site  Access/Design 
Assessment  of  Preferred  Site 
Draft  Report 
Draft  EA  Document 
Attendance 
Public  Consultation  Activities 
Notification  #3/Media  Release 
Site  Tour 
Workshop  #4 
Newletter  #9 
Open  house  #7 
Newsletter  #10 
Report  review/final 
EA  Document  review/final 
Attendance 

Quarter  1              Quarter  2               Quarter  3               Quarter  4 

.AlR,.MAYsJUNEJULY:.AUa,:SEPT,Ç^.;::Np^ 

'. 

1 

^^^ 

^^ 

^^ 

^^^ 

^^^ 

^^^^ 

WMP  STUDY         page  1  of  4 


FISCAL  YEAR 

STUDY  BUDGET 

CATEGORIES 

SUB-TOTAL 
Quarter  1       Quarter  2       Quarters        Quarter  4            COST 

TOTAIii 
COST     ' 

ANNUAL  FIXED  COSTS 

Study  Coordinator/Project  Manager 

Salary 

Expenses 
Sub-Total 

] 

Administration 
Office  Rent 
Office  Supplies 
Equipment  Rent 
Telephone 

Postage/Courier/Facsimile 
Sub-Total 

1 

FIXED  COST  TOTAL 

Start-up  Expense 
Advertising 
Travel 

TOTAL  START-UP  EXPENSE 

Legal  Expense  (if  applicable) 

Board  of  Mgmt.  agreement 
TASK1 
Technical  Planning  Items 

Define  Study  Area 

Describe  Existing  System 

Project  Waste  Q/C 

Draft  Report 

Attendance 

Sub-Total 

1                      1                      1 

PLC 

Advertising 

Mileage 

Material 
Consultation  Items 

Newsletter  #1 

Open  House  #1 

Report  review/final 

Attendance 

Sub-Total 



;sp 

TASK  1  TOTAL 

TASK  2 

Technical  Planning  Items 
Identify/Evaluate  Systems 
Identify  Preferred  System 
Develop  Waste  Diversion  Strategy 
Draft  Report 
Attendance 

Sub-Total 

PLC 

Advertising 

Mileage 

Material 
Consultation  Items 

Newsletter  #2 

Workshop  #1 

Open  House  #2 

Report  review/final 

Attendance 

Sub-Total 

I 

: 

TASK  2  TOTAL 

WMP  STUDY  page  2  of  4 


FISCAL  YEAR 

STUDY  BUDGET 

CATEGORIES 

SUB-TOTAL         TOTAl 
:Quatl9r  $:«:»  O^                   Quarter  3        Quarter  4             COST                COST 

TASK  3 
Technical  Planning  Items 
Identify  3Rs  Approval(s) 
Identify  3Rs  Siting 
Draft  Report 
Attendance 
Sub-Total 

;| 

PLC 

Advertising 

Mileage 

Material 
Consultation  Items 

Newsletter  #3 

Open  House  #3 

Report  review/final 

Attendance 
Sub-Total 

;| 

(i 

TASK  3  TOTAL 

TASK  4 
Technical  Planning  Items 
Workplan  Preparation 
Draft  Report 
Attendance 
Sub-Total 

:■:■ 

;:j 

PLC 

Advertising 

Mileage 

Material 
Consultation  Items 

Newsletter  #4 

Open  House  #4 

Report  review/final 

Attendance 

Sub-Total 

;;:; 

TASK  4  TOTAL 

FISCAL  YEAR 


WMP  STUDY      page  3  of  4 


STUDY  BUDGET 


CATEGORIES 

SUB-TOTAL         TOTAL    | 
Quarter  1       Quarter  2        Quarter  3        Quarter  4             COST                COST     1 

TASK  5  (PARTI) 

Technical  Planning  Items 
Identify  Screening/Boundary 
Identify  Candidate  Areas 
Revisit  Disposal  Requirements 
identify  Alternative  Sites 
Identify  "Short  List"  of  Sites 
Attendance 

Legal  Expense 
Site  Access  Agreement 
Compensation  Policy 
Sub-Total 

11 
i 

PLC 
Advertising 
Mileage 
Material 

Consultation  Items 
Newletters  #5 
Workshop  #2 
Newsletter  #6 
Workshop  #3 
Newsletter  #7 
Open  house  #5 
Newsletter  #8 
Open  house  #6 
Attendance 

Sub-Total 

TASK  5  (PART  1)  TOTAL 

FISCAL  YEAR 

TASK  5  (PART  2) 
Technical  Planning  Items 
Identify  Preferred  Site 
Develop  Site  Access/Design 
Assessment  of  Preferred  Site 
Draft  Report 
Draft  EA  Document 
Attendance 
Sub-Total 

PLC 

Advertising 

Mileage 

Material 
Consultation  Items 

Site  Tour 

Workshop  #4 

Newsletters  #9 

Open  house  #7 

Newsletter  #10 

Notifications/Media  Releases 

Report  review/final 

EA  Document  review/final 
Attendance 
Sub-Total 

TASK  5  (PART  2)  TOTAL 

WMP  STUDY  BUDGET 


page  4  of  4 


FISCAL  YEAR 


FISCAL  YEAR 


FISCAL  YEAR 


FISCAL  YEAR 


TOTAL  COST: 

$ 

TOTAL  COST: 

$ 

TOTAL  COST: 

$ 

TOTAL  COST: 

$ 

TOTAL  STUDY  COST: 


Appendix  B: 
Request  for  Payment  Form 
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s)  Ontario 

Ministry  of  Ministère  de 

I  Environment       l'Environnement 
and  Energy         et  de  l'Energie 


I  Return  completed  form  to: 

'  Waste  Reduction  Branch 
Finance  &  Administration  Section 
40  St.  Clair  Ave.  W.,  7th  Floor 
Toronto  Ontario,  M4V  1M2 
Phone:  (416)  325-4440 
Fax;      (416)  325^M37 


WASTE  MANAGEMENT  PLANNING  FORM 
Request  for  Payment  (RFP) 

•  Review  guidelines  when  completing  the  form 

•  Complete  each  section  in  full 

•  Do  not  complete  the  shaded  areas 

•  Please  contact  (416)  325-4441  for  further  assistance 


Name  of  applicant 

Project  No. 

Address 

Telephone  No. 
(          ) 

County/City/TownA'illage 

Province 

Postal  Code 

Fax  No. 
(         ) 

Project  Description  &  Status 

Payment  Summary 


Study  Upset  Limit 


Total  submitted  for  payment  to  date  for  this  year 


Calendar  year  allocation 


•Amount  requested  this  invoice 


•Amount  must  agree  with  box  "c"  on  reverse  of  form 


For  Ministry  Use  Only 


Grant  amount  Year  allocation  Org.  Unit  No.  C.O.C.  Upset  Limit 


This  claim  has  been  reviewed  and  the  following  amount  is  deemed  eUbible  for  payment/reconciliation 


Claim  quarter 


Eligible  amount 


Payment  amount 


Cumm.  payment 


Cumm.  Holdback 


Outsanding  atmual  balance 


=    > 


& 


Process  payment 
for: 


Completed  by: 


Date  (mm/dd/yy) 


Recommended  by: 


Date  (mm/dd/yy) 


Commitment 
outstanding: 


Approved  by: 


Date  (mm/dd/yy) 


Form  WRB  (94/07/08) 


Reporting  Period 

mm         dd 
From  1 1  , 


Expenditures 


Task* 

Description  of  expense 

Invoice                                            | 

For  Mi 
Use  On 

nistry 

1 

Number 

Date 

Amount  (s) 

ly 

1 

Toul  cost                                                                                                                                            (1) 

Less:  GST  rebate                                                                                                                               (2) 

TOTAL=Tolal  cost-GST  rebate  (1-2)                                                                                               (3) 

'Attach  additional  pages  if  required 

Calculation  of  Eligible  Amount 

S 

(A)  S  . 

(B)  S 

Total 

3)                                                Funding  % 

Less  Holdback  (10%) 

Eligible  amoiut                                                                                               (*- )      S 

Declaration 


/  hereby  certify  thai  all  expenses  recorded  on  this  form  and  attached  appendices  have  been  paid,  are  eligible  for  reimbursement  under  the  terms  and  conditions 
stated  in  the  approved  letter,  and  have  not  previously  been  submitted  for  reimbursement  under  this  or  any  other  grant  program  administered  by  the  Proxince. 


Name  of  Chair  of  Steering  Committee/ 
Board  of  Management 

Signature 

Dale    (mm/dd/yy) 

Appendix  C: 
Cost-Saving  Options 
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Appendix  C:  Cost-Saving  Options 

A  number  of  cost-saving  opportunities  can  be  considered  by  the  steering  committees/boards  of 
management. 

1.0  In-House  Planning  Activities 

Depending  on  the  level  of  expertise,  commitment  and  interest,  selected  planning  and 
consultation  activities  can  be  carried  out  by  the  study  co-ordinator/project  manager  or  the 
PLC. 

1.1  Technical  Planning  Activities 

The  project  manager  can  be  given  the  responsibiUty  to  carry  out  portions  of  the  technical 
planning  work.   In  some  smaller  studies,  project  managers  are  carrying  out  all  planning 
activities  in  Task  1,  2  and  3  and  developing  task  reports. 

1.2  Consultation  Activities 

The  study  co-ordinator/project  manager  or  the  PLC  can  be  given  the  responsibility  to  carry 
out  some  consultation  activities.   Based  on  a  review  of  existing  studies,  the  cost  of 
consultation  programs  carried  out  in-house  can  range  from  $38,000  to  $67,000  as  compared  to 
$108,000  to  $127,000  when  led  by  a  consultant. 

As  a  first  step  to  conducting  consultation  activities  in-house,  the  study  consultant  should 
arrange  and  conduct  the  first  of  a  series  of  planned  workshops  as  a  prototype.   The  PLC  or 
study  co-ordinator  could  be  given  the  responsibility  to  arrange  and  conduct  the  remainder. 

1 .3  Draft  Task  Report  Review 

The  study  co-ordinator/project  manager  could  co-ordinate  the  review  of  task  reports  rather 
than  the  consultant.   The  consultant  could  provide  one  master  copy  on  disk  of  each  staged 
report  for  in-house  photocopying,  distribution  to  review  agencies  and  consolidation  of 
comments.   The  consolidated  comments  would  be  provided  to  the  consultant  to  develop  the 
final  report. 

2.0     Report  Costs 

As  an  alternative  to  developing  a  task  final  report,  a  "response  document"  could  be 
developed.   The  response  document  contains  a  summary  of  the  comments  received  during  a 
given  waste  management  planning  task  draft  report  and  a  response  to  each  of  the  comments. 
The  summary  should  attempt  to  highlight  key  issues  or  concerns  of  the  public  and/or  agencies. 
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The  response  document  also  indicates  how  comments  were  used  in  the  planning  and  decision 
making  process  or  why  they  were  not  used.   For  this  reason,  the  document  differs  from  the 
final  task  report  since  the  information  included  is  restricted  to  the  consultation  impact  on  the 
draft  report  and  the  specific  changes  that  would  be  included  if  a  final  report  was  developed. 
The  document  would  also  be  smaller  and  cost  less  to  print. 

3.0     Reducing  Mailing  Costs 

Piggy-back  mailings  can  also  reduce  costs.   Agencies  to  consider  include  the  Federation  of 
Agriculture,  Chamber  of  Commerce  and  municipal  mailings  such  as  tax  and  utility  bills. 

4.0     Using  Free  Services 

Free  public  service  announcements  are  available  in  local  newspapers  and/or  on  local  radio 
station  and  provide  a  cost  free  avenue  to  promote  public  awareness  in  the  waste  management 
planning  exercise. 

5.0     Networking  with  Other  Studies 

Much  can  be  learned  by  reviewing  the  work  carried  out  by  other  municipalities.   Proponents 
are  encouraged  to  review  other  waste  management  planning  studies  to  identify  areas  where 
streamlining  could  occur. 

6.0     iVIonitoring 

To  maintain  control  over  the  schedule  (ie.  the  study  work  plan)  and  budget,  and  to  avoid  cost 
overruns,  regular  project  monitoring  is  advised  since  delays  will  result  in  additional  costs. 
The  steering  committee/board  of  management  and  study  co-ordinator/project  manager  should 
be  aware  of  the  status  of  the  consultant's  planning  activities  and  what  additional  work,  if 
required,  may  result  in  extra  costs. 
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